
Moodle Handout

1. Create an Account

2. New Account Form

3. Check your email and confirm your Moodle account.
4. Once you log in, you will see this screen:

5. Select any of these courses/module guides by clicking the link.

6. Enroll in the course. When you are enrolled, you will see this screen:
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7. Go through the sample course/module guide. Select the links in the page.

8. Go back to the home screen by clicking NineHub. Select All Courses.

9. Now we’ll start to create courses/module guides. Select Add Course.

10. A form on course settings will appear. Change the following items:
a. Category: eSkwela
b. Full Name and Short Name of the course
c. Format: Topics

11. Assign roles in course
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The table above lists the roles and the corresponding users in each role. You may 
opt to add users in each of the roles.

12. The course site/module guide site page looks like this:

13. Make sure you Turn Editing On. This will enable you to add or alter activities or 
resources in the course/module guide.

When editing has been turned on, a variety of editing icons appear next to all 
editable objects in the course. Below is a brief list of common icons. 

Icon Effect Icon Effect Icon Effect Icon Effect 
Edit item * Close/Hide 

item
Delete/Remove Move 

(up/down) 

* 
See all 
weeks/topics

* Open/Show 
Item 

Indent/shift 
right 

Move here 

* See one 
week/topic

Help Make Current 
(highlight) 
week/topic 

TIP:Some icons toggle (*). For example, the open eye indicates that the resource 
is visible to students, while clicking it changes it to a closed eye, making it 
invisible to students. 
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14. To add the guide to the module, select the edit item icon  on top of each topic. 
You will see a page that looks like this:

Here is the page where you will write the guide to the module.

15. To add items to a section, you will use the pull down boxes for activities and 
resources.

a. Resources

i. Insert a label
1. Choose “Insert a label” from the Add a resource page.
2. Type the lesson as the label. Then click “Save Changes.”

ii. Compose a text page
1. Choose “Compose a text page” from the Add a resource 

page.
2. In the field "Name", please enter a descriptive name for 

your text page.
3. In the field "Summary", you can provide a few sentences 

about the content of your document. This will help your 
students to decide, if the document is actually relevant for 
them. For the "Summary", you can use the editor, which 
again will allow you to format your text as needed. Your 
summary will be presented under the list of resources.

4. "Full text" is the area where you type or paste your text 
(or HTML code).
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5. There are several additional settings that will determine 
how your resources will later on be opened and they will 
be visible. 

If you choose "Same Window" your resource will replace 
the content that displayed in this window before. This may 
be confusing for learners. We suggest to open the 
resources in a new window as outlined below.

If you choose the option "New window" your resource 
will open in a pop-up window in the standard pop-up size 
of 620x450. You can change the size below. 

Be sure to inform your students about the use of pop-ups. 
They will need to de-activate their pop-up blocker for this 
site. Otherwise your documents will not display. 

The "Visibility" pull down menu offers you two more 
options:

• Show
• Hide

This provides you with the option of offering an already 
existing resource for example at a later date. 
You can try these settings: just change your role to student 
to see which entries will be visible or not. 

In the end, please "Save changes" to save and return to the 
previous view. 

iii. Compose a web page
1. Choose “Compose a web page” from the Add a resource 

page.
2. After selection, you will see the following window:
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[Text page with editor]

Here you can edit your text in the WYSIWYG (What-you-
see-is-what-you-get) editor window. 

If you use this tool, you will be able to format your text 
very easily and to include images and hyperlinks.

"Save changes" will always save your settings and return 
you to the previous view.

On the previous screen we will show you how to insert a 
Web Link to your text page. 

iv. Insert web link
If you want to insert a hyperlink / link to a web page, 
you have to follow these steps:

[Links in text page]
1. Select the word/sentence you want to use as hyperlink. 

(In our example, it's "Google")
2. Click on the icon "Insert Web Link"

The following pop-up will now appear: 

[Insert Link]
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3. in this new pop-up window, please enter the URL of the 
hyperlink you want to use (in our case www. google.com)

4. Choose your "Target". This is the window in which the 
web site will be displaying.

Click "OK" to save your settings.

5. We suggest that you choose "New window" when linking 
to web sites outside of your course. For learners, this will 
show more clearly that this is not your material. At the 
same time, students can just close this new window, and 
your moodle course site will be still open underneath. You 
definitely will reduce the risk of your learners "getting lost 
in hyperspace".

v. Link to a file (from Files folder)
1. Choose link to a file or website.
2. In the field “Name”, add a title
3. In the window “Link to a file or website”, click the 

"Choose or upload a file" button. A new window will pop 
up with the files area directory structure.

4. On the right side of the files list, you will see a "Choose" 
link in bold. Click that link. The Files window will close, 
and the path to the file will be entered into the file name.

5. Click “Save and Return to the Course” button 
b. Activities

The activities that will be frequently used are:

Assignments – post and submit assignments
Chat – for live/synchronous communication
Forum – for asynchronous communication
Lesson – content of the module guide
Quiz – to assess the learning of the module
Wiki – webpage that can be used for collaboratively authored projects

i. Adding an Assignment
1. There are several types of assignments:

a. Upload a single file - This could be a Word 
document, spreadsheet or anything in digital 
format. Multiple files may be zipped and then 
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submitted. After students upload their files, the 
teacher will be able to open the submission and use 
the Moodle interface to assign a grade and offer 
comments as feedback.

b. Online text - students type directly into Moodle, 
teachers can provide inline feedback. 

c. Offline Activity - teachers provide a description and 
due date for an assignment outside of Moodle. A 
grade & feedback can be recorded in Moodle. 

2. Choose “Upload a single file” from the Add a resource 
page.

3. You may change settings in the assignment page

ii. Adding a Forum
1. Choose "Forum" from the "Add an Activity" drop-down 

menu.

[Adding a forum]

2. Before you can activate the forum, you have to decide on 
some settings:

Provide a "Forum name", so students know what the 
discussion will focus on.

After this, you select from four different "Forum types": 

A single simple discussion 
(for short, single issued to be discussed)
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Q and A forum
(in this format, an initial forum entry - question - 
has to be posted before it can be answered, FAQ 
style)

Each person posts one discussion 
(This will allow all students to open one discussion 
thread, for example as an assignment) 

Standard forum for general use 
(an open forum, where every students can open a 
new forum any time)

[Standard forum]

In a Standard forum students can "Add a new 
discussion topic", a discussion thread. This way, a 
lively and multi-level discussion culture can be 
stimulated. 

[Additional forum settings]

3. Now you can decide on some additional settings 
concerning forum entries, rating of entries (for example 
in evaluating FAQ answers) or blocking of the forum. You 
can also define groups for discussion sub groups.

iii. Adding a Chat

9



1. Choose “Chat’ from the Add an activity page.
2. Now the following window will open:

[Add Chat]

• Name of the chat room
Provide a descriptive name for your chat. 

• Introduction text
Provide some information on the expected output of the 
cat, chat times, chat moderation, etc.

• Next chat time
This will be the date of the first chat.

• Repeat sessions
Set this if you will have regular chats.

• Save past sessions
How long do you want to save chat protocols and make 
them available for the students to re-read discussions.

[Chatroom]
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Back in the student view, click on "Chat" and you will enter the 
Chatroom:

On the right, you will see the photos and names of all the 
participants of the chat. On the left, in the bigger window, the chat 
entries of the participants are being displayed. And in the textbox 
at the bottom you enter your own text to send. Just type a sentence 
and send it off by hitting the return key. Your text will 
immediately be sent.

iv. Adding a Wiki
1. Choose “Wiki” from the Add an activity page.
2. Put a title to the Add a new Wiki page.

3. In the summary page, add a description of the wiki.

4. Edit a wiki
You will see 4 tabs on the wiki page: View, Edit, Links, and 
History. For students to be able to edit the wiki, they need to 
choose the Edit tab.

v. Adding a quiz
1. Select Quiz from the drop down Activity menu

11



Type the topic of the quiz and the directions.  Then select Save 
and Display at the bottom of the page.

2. Then this page will appear.

To enter questions for the quiz, look for Create a new question 
and choose from the drop down menu on the type of question 
that you need to ask.
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Continue to add questions to the item bank. When you are 
through, select the questions by ticking the small box beside 
the question names and select add to quiz.

16. To add files to the Files Folder
i. Click Files on the Administration Box
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ii. On the upload screen, click browse to search for the file you want to upload 
and click “Upload the file”

iii. If the file was uploaded successfully, you will be taken to a screen displaying 
"File Uploaded Successfully"
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